Working for Washington State
MANAGE YOUR JOB APPLICATIONS AND PROFILE Gareers.wa.gov

You may update your profile, lock your profile, or check on the status of a job
application at any time. If you choose, you can also withdraw an application.

Manage vour Job Applications

1. On the Job Seeker Start Page click Manage Applications under My Job
Search & Applications.

Job Seeker Start Page

Creating a prefile on the Washingten State Caresrs website provides a central location for maintaining persenal infermation, allews state employers to match your skills te positions, and offers tocke
for quick, manageatle job searching and applications.

My Hame and Contact Information Change Personal Settings

Enter your name, emall address and contact information here. Tailor your pages to suit your personal requirements. This includes defining your
Ity Perzonal Detaile preferred dizplay format for the data overviews and defining your printer location.
WMy Contact Information Change Perzonal Seftings

Change User Name

My Resume

) ) View Help and Use Services
The profile containg yoeur rezume and your dezired employment. You may lock and

release your profile, build and save your resume and/or copy and paste your Access the statewide careers website for additional job seeker information or
rezume to submit for 2pecific positions. view a demonstration of how to appy for an opportunity.

Option 1: Build Resume Profile View Demenstration

Option 2: Attach Resume Link to WA Careers Website

View Wy Resume
Release Profile for Consideration
Identify Interest Grou

My Job Search and Applications

If yvou are interested in applying for a specific position, apply directly. Otherwize,
search and apply for opportunities that interest vou. “ou can add job opportunities
to your Faveritez list and alzo view the status of exizting applications.

Apphy Directhy

Search for Jobs

Manage Applications

An overview of your applications will appear.

2. Look in the right column for the status of your applications. Those that are
in Draft Status have not been submitted to us. Those marked In Process
have been received and are currently being evaluated.

= Depending upon the recruitment and type of exam, you will see
results from exams on your profile overview.

» Requests for review of exam results must be made within twenty
calendar days from when the score was made available. Individual
score notices will not typically be sent out.

= If you have withdrawn an application from consideration it will be
marked as withdrawn.
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Do you want to call an overview of your applications up to now?

Thege are your applications to date. You can check the 2tatus and withdraw or delete applications. You can apply for withdrawn or deleted applicationg again.

B T

NBE0000148 Lloyd Test of Search Draft
. Cifice Assistant 2 Draft
B | Posting NCE0001001 Draft
B | Office Assistant 2 #0DAZ.72 07/24/2008 In Process
I | office Assistant 2 (Genersl Focl) 07/25/2006 In Process
B | Cffice Assistant 3 072412006 Withdrawn

== |l - [ =]

[ Continue/Dizplay Application | [ Delete/Withdraw |

3. Click on the blue box left of the job posting, then click the
Continue/Display Application button. You can either review the status
of or complete your job application.

= |f you need to complete the application, you will be taken to the
application wizard.

» To delete an application highlight the specific job opportunity by
clicking in the blue box left of the job posting then click
Delete/Withdraw.

Do you want to call an overview of your applications up to now?

Thess are your applications te date. You can check the status and withdraw or delste applications. “ou can apply for withdrawn or delsted applicat

NBE000014€ Lloyd Test of Search

Office Assistant 2

I

[l | Posting NCED001001

B | Office Assistant 2 #043.72 07/24/2006
]

]

Cifice Assistant 3 {General Pool) 07/25/2006

Offios Assistant 3 07/24/2006

[ continue/Dizplay Applicatinn| [ Deletenwithdraw |

Managing/Updating Your Personal Information

You can update your personal information and/or profile at any time.
1. Click on the links in the My Name and Contact Information box.

2. Update your information and be sure to save your changes by selecting
Save.
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| Job Seeker Start Page

Creating a profile en the Washington State Carsers website provides a central location for maintaining perzonal information, allows state employers to match your =kills to positions, and offers tools

for quick, manageable job 2earching and applications

My Name and Contact Information

Enter your name, email addrzs and coentact infermation hers.
My Personal Details
My Contact Information

My Resume

The profile containg your rezume and your desired employment. You may lock and
release your profils, build and save your resume and/or copy and paste your
resume to submit for =pecific positions.

Option 1: Build Resume Profile

Option 2: Attach Resume

Change Personal Settings

Tailor your pages to suit your personal requirements. Thiz includes defining your
preferred dizplay format for the data overviews and defining your printer location
Change Personal Seffings

Change User Name

View Help and Use Services

Access the statewide careers website for additional job =esker information or
wiew a demonstration of how to appy for an opportunity.
Vigw Demonstration

Link to WA Careers Websile
Vigw htv Resume

Releaze Profile for Consideration

Identify Interest Group

My Job Search and Applications

If you are interested in applying for a =pecific position, apply directly. Otherwize,
search and apply for opportunities that interest you. You can add jeb oppertunities
to your Favorites list and alzo view the status of existing applications.

Apply Directhy

Search for Jobse

Favorites

Manage Applications

Managing/Updating Your Profile

1. To update your employment, education or other information click on
Option 1: Build Resume Profile.

NOTE: Keeping your profile current is important as recruiters will be
searching for job seekers to fill vacancies as opportunities arise.

Job Seeker Start Page

Creating a profile on the Washington State Careers website provides a central location for maintaining persenal information, allows state employers to match your skills to positions, and offers tools
for quick, manageable job =earching and applications.

My Name and Contact Information Change Personal Settings

Enter your name, email addre== and contact informatien here.
My Personal Details
My Contact Information

Tailor your pages to suit your personal requiremsnts. This includes defining your
preferred dizplay format for the data everviews and defining your printer location.
Change Personal Settings

Change User Name

My Resume

. . View Help and Use Services
The profile containg your resume and your desirsd employment. You may lock and

resume andior copy and paste your

Access the statewide carssrs website for additional job s=eker information or
view a demonstration of hew to appy for an opportunity.

View Demonstration

Link to WA Careers Website

youry g
rezume to submit for 2pecific pestichs.
Option 1: Build Resume Profile

View My Resume
Release Profile for Consideration

Identify Interest Group

My Job Search and Applications

If you are interested in applying for a specific position, apply directly. Otherwise,
eearch and apply for epportunities that interest you. You can add job opportunities
to your Favorites lizt and alzo view the status of existing applications.

Apply Dirgctly
Search for Jobs
Favorites

Manage Applications

In your overview is a list of job applications.
= A date next to a job listing indicates that you have submitted an
application on that date.
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= If you are interested in a job and no date shows, you need to complete
and submit an application.

* You can delete/withdraw or continue the application process by clicking in
the blue box to highlight the job and clicking the applicable yellow box at
the bottom of the screen.

Do you want to call an overview of your applications up to now?

Thesze are your applications to date. ou can check the status and withdraw or delete applications. “ou can apply for withdrawn or deleted applicat

NBE50000148 LI Test of Search

Ciffice Assistant 3

Posting MCE0001001

[ | Cffice Assistant 2 (Gensrsl Pocl) 07/25/2008
B | office Assistant 2 07/2412008
HE [~]=]

ntinue/Display Application | | DeleteWithdraw |

8]

Changing Personal Settings

Job seekers can tailor their personal pages. This includes defining the preferred
display format and printer location.

1. To change settings click on Change Personal Settings.

Job Seeker Start Page

Creating a profile on the Washington State Careers website provides a central location for maintaining persenal information, allews state employers to match your skillz te positions, and offers tools
for quick, ble job searching and applicati

2. Select the format for your basic settings and general settings.
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= Under Basic Settings you can specify the format for dates and
numbers.

= Under General Settings you can display data overviews in either
HTML or PDF. For best results, select PDF.

NOTE: You must have Adobe Acrobat Reader installed to be able to display
the overview in PDF.

3. Remember to click Save.

Job Seeker Start Page > Personal Setlings
Here you can tailor your pages to suit your personal requirements

Basic Settings
Specify the formats in which numbers and dates are displayed. Note that these settings do not apply until your next logon.

Date Format MK/D

Decimal Hotation 1,234 567.89 |

General Settings

“You can display data overviews in HTML format or in Adobe Portable Decument Format (PDF). You must have the Adebe Acrobat Reader installed to be able te dizplay the overviews in PDF
format.

The preferred language specifies the language in which you want te receive and =end your correzpondence.
Dizplay Format for Data Overviews — Select — W

Preferred Language Englizh 4

4. If you are not a state employee, you can change your User Name.

= Once you specify a new user name your current name is no longer
valid. You will need to remember to enter your new name in order to
log in next time.

| Change User Data

Job Seeker Start Page = Personal Seftings > Change User Data

Specify your new user name and save. YOUT CUTTENt user name i then no longer valid. Enter your new user name when you next log on
User Name PAMR
Save

5. If assistance is needed with this process, please contact the Department
of Personnel at 360 664-1960 or send an e-mail to
Information@dop.wa.gov

The state of Washington is an equal opportunity employer. Persons with a
disability, who need assistance in the application or testing process, or those
needing this announcement in an alternative format, may call (360) 664-1960 or
Telecommunications Device for the Deaf (360) 664-6211.

To view other Job Seeker help documentation, refer to the careers.wa.gov website.
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